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Sesucity Information
PR
OFFICE OF TRAINING REGULATION ¥O. 25-1 - 1) Apeil 195
SOETROT:  TRAINING RECUMDS AND REGISTRATION
©. POLICY |

: The following poiioiss shall govern the administration of the
Reeords snd Registretion functions of (TR:

#. ALY CIA personnel selested for training either in ‘genoy
94.4es previded by OTR or in approved non-CIA fasilities 207} be
# %o OTR Records s»d Registration procedures.

b. Teraining registration prosedures of OTR shall provide e
wentraiized registration system. Such procadires will be designed to
Lpemars that: :

(1) Proper distribution of anncuncements end ¢lass schodulos
te mada, |

{2) Personnel seiected meet esteblished prereéquisites for
b eourse in question. - :

i3} The sapasity of any given acurse is not excaaded.

14) Course Chiefs are givwen, oufficiently in advamee of
atsrtlyg detes of courses, information comnernlng earoliments and materdsls
reoutrad for the sdminietration of the ecurse, such as photegraphs, sopiss
of Tralning Reguesis, ets. '

8. & sentralized training records system shall be astablished
withiz OTR to include all training requests, selection boarc aadions,
winge rosters, student evaluwations snd, ee appropriate, clars papers,
staudens notes snd related materials,

Z#, RESPONSIBILITIES

. &, The Chief, Rescordr ami Regietsstion Sestion ie respom ible
tus Hecorda snd Reglatratics activities of OTR in svsortsunds with tho
2 slated above. This Offiser ig further responaible for the pre-
i of routine and spseie] maports or tralning astivities as may be
d.

A A

b. All Staffs snd Divisicms of (TR will eocoperate wilh Lo
Ressedns and Reglatration Seotien in carrying out its responsibilitiee.

This docament Is part of an Infegratel
filo. If separaiod from the file it must be
N subjected fo Individual systomatia roview.
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OFFICE OF TRAINING REGULATION NGo 251 i1 hprid 1952

3. PROCEDURES

. | o
: Detsiled prosedurss for eash partisular scurse or grovp

related courses will be igsusd in separate OTR Reguletions.

' STATINTL

MATTHEW BAIRD
pPirestor of Training

- Distribution: ALL OTR PERSONNEL
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